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POLI CE CAPTAIN

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses highly responsible supervisory and
adm ni strative |aw enforcenment positions, the primary duty of
whi ch involves assisting the Police Chief in managing the
activities of the departnent. Enpl oyees of this class assi st
in perform ng personnel managenent functions for the departnent;
oversee the preparation and mai ntenance of records and reports
required to docunent departnent activity;, and perform public
relations functions. Police Captains assist and advi se subordi -
nates in conpl ex phases of the | aw enforcenment operations of the
depart nment. Duties of this class are perfornmed with a high
degree of independence, with special assignnments received from
the Police Chief. This class ranks directly bel ow and has work
reviewed by the Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Manages one or nore assigned police departnent services or
di vi sions. Supervises assigned functions of the departnent and
devel ops procedures to acconplish ains of the division.
Supervises and performs |aw enforcement functions of the
departnment, which my include patrol, traffic control and
acci dent i nvesti gati on, crim nal i nvesti gati on, juvenile
procedures, special operations, and jail operation.

| nsures that accurate records of departnment activity are
mai nt ai ned. Supervises the preparation and maintenance of
departnmental records and reports by review ng records conpl eted
by subordinates and by periodically inspecting systens and
facilities for maintaining such. Uses the departnent’'s conputer
system to enter, update, and retrieve information needed to
docurment |aw enforcenent activity and to provide an accurate
data base for use in solving crines.

Supervi ses subordi nate police department enployees. Hol ds
neetings to receive reports and dissemnate information.
Qutlines responsibilities and duties; and sets short and | ong
term goals for subordinates. | nspects the appearance of
subordi nate personnel, sets work schedul es and approves | eave,
and nmoni tors work pace and progress of assigned jobs in order to
determine if jobs are being acconplished in the desired nanner.
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Eval uates the work performance of subordinates and wites
enpl oyee evaluation reports. Counsel s enployees who are
experiencing work problenms, handles enployee conplaints and
grievances, and nmaintains discipline by conducting corrective
interviews and recommendi ng disciplinary action. Provides on-
the-job training for department nenbers, including providing
assi stance in technical areas of work.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenments nust be net by the

filing deadline for application for admi ssion to the test.

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must be a regul ar and permanent enployee in the class of Police
Li eutenant with at least (12) twelve consecutive nonths of
service in that class i nmedi ately preceding the closing date for
application to the board.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he appointing authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommbdati on.

Must possess a valid driver’s license.
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